RECORDS INVENTORY AND RETENTION SCHEDULE COVER SHEET

Schedule Number

(To be completed by DGS/Records Management Division)

2926

Agency Information

Department / Agency Maryland Department of Transportation (MDOT)
: The Secretary's Office (TSQ)
Office of Planning and Capital Programming

Division / Unit

(OPCP)

Function Statement

The Office is responsible for planning, including
capifal planning, regional planning, and related
programs, such as air quality attainment, bicycle
and pedestrian access, community enhancements,
and transit-oriented development. The Office also
oversees the Consolidated Transportation
Program, which functions as a draft six-year

Schedule Information

transportation budget,

Supersedes Schedule(s)

Amends Schedule(s)

Preparer Information

| Name of F_’reparef

Christian Skipper

Title of Preparer

Regulations and Records Manager

Preparer Email Address

cskipperi@mdot.maryland.qov

Preparer Telephone Number

410-865-1154

Date

4/18/2019

Agency Approval

Name of Agency Records Officer

Shei!ah F. Brous

Agency Records Officer Signature

e i

Date

State Archivist Approval

/19719

State Archivist Signature

(LT

Date

b-b-r
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DEPARTMENT OF GENERAL SERVICES -+~ *°
RECORDS MANAGEMENT DIVISION
RECGRDS INVENTORY AND RETENTION SCHEDULE .

}S"chedu‘.e Mo. 2026

‘(To be completed by DGS/Records Managemeans Division)

Records Series Title: Final Consolidated
Transportation Program (CTF)

Page 1 of 18

Record Series Content

Consclidated Transportation Program (CTP}, which is the six-yéar- capital budget for MDOT. It

{1s presented as part of the Governor's annual hudget for the upcoming fiscal year.

Record Sefies Function

‘As reqwred by State Law, the Consolidated Transportation Program is the s:x-year fiscal year

capital budget for the Governor's transportation program, presented each year on tha third
Wednesday in January and finalized by the end of the Maryland General Assembly (first week
of April).

Guiding Document Reference: Code of Maryland § 2-103.1. (¢)

Organization/

Chronolagical by fiscal year

Regulation Ci’t_a"t‘ipn)"

Arrangement
Indexing System None
Restrictions {Lawor ' - _Ndne .

Lo

Formats (bound book, -

Hardcopy: Spiral bound paper files

-microfilm, pdf tif, etc.) Digital: PDF
\’olume (flle draWnrs, 3 _shélves
qlgabyte.:, etc.) 576 MB

Annual Accumulatlon
(fitg d rawaers, gigabytes,

etc.)
]

1 spiral bound final CTP (plus extra for dlsrr=butlon as neacled throughout the year}
1 PDF—' '

Current Location °

7201 Corporate Center Drive, Hanover, Maryiand 21076 Office of Planmng and Capital
Programmmg ' . .

MDOT Computer Network - Shared Drive (record copies)

Web - www.ctp. maryland gov (access copies)

Audit Regitirements

Subject to internal audits

Date Span 1971 - Current
CompletenessiGaps Gap: 1977
.

Schedule 'ifeh' Nﬁmber

Retentioﬁ

'écan paper originals tb Maryland State Archives standards. Transfer 1 paher versidn and 1

digital version to the Maryland State Archives after publication. Destroy all remaining access
copias when no longer needed for current business. - :

Justification for
Permanent Retention

Tﬁe final report shows what goriions of the MDOT network were built, improved/expanded, etc.

.| and when, as well as how much was funded by.each phase cf the project. This informs long-

term analysis of transportation spendirg trends, as well as a timeline outlining when project
elements were funded and expended.

DGS 550-15 (REV. 7/17)



http://www.ctp.marvland.qov

DEPARTMENT OF GENERAL SERVICES? | ~.1x,
RECORDS MANAGEMENT DIVISION =
RECORDS INVENTORY AND RETENTION SCHEDULE

@chedule No. 2926
A 2t

{To be completed by DGS/Records Management Division)

Records Series Title: Statewide Transportation
Improvement Program {STIP)

Page 2 of 18

Record Series Content

Statewide Transportation Improvement Program (STIP) includes STIP amendments,
Transportation Improvement Program (TIP) requests by the MDOT Transportation Business
Units, TIP approval letters from the Metropolitan Planning Organizations (MPOs}, and STIP
approval letters from the Federal Highway Administration/Federal Transit. Documents were
published bienniatly from 2011 to 2017 but are to be published annually from Fiscal Year 2019.

Record Series
Function

g
4,

P

The STIP is a federally required document that provides the Federal Highway Administration
{FHWA) and the Federal Transit Administration {FTA) a listing of all regionally significant
projects that may or may not be candidates for federal aid. This capital improvement plan is
fiscally constrained and covers a four-year period. Presently, the STIP is updated on a bi-annual
basis and runs on the State fiscal year (July 1 — June 30}.

Guiding Document Reference: U.S. Code Title 49, Chapter 53 - Public Transpbrtation (49 U.S.C.
5304(qg)) and Title 23, US Code, Section 135 - Statewide Transportation Planning

Organization/ 3

Chronological by year

Arrangement

.
Indexing Systs‘m None
Restrictions (Law or None

Regulation Citation)

Formats (bouﬁtq"book.
microfilm, pdf,;tif, etc.)

Hardcopy: Spiral bound files
Digital: PDF

v,
Volume (file dfawers,
gigabytes, etc.} - .

4 physical volumes (2011, 2013, 2014 and 2017) -
2.26 B comprising 1,816 digital files

Annual Accumulation
{file drawers,
gigabytes, etc.) -

1 spiral bound final STIP (plus extra for distribution as needed)
Approximately 500 MB

Current Location

7201 Corporate Center Drive, Hanover, Maryland 21076 - Office of Planning and Capital
Programming

MDOT Computer Network - Shared Drive (record copies)

Web - www.mdot.maryland.gev/newMDQOT/Planning/STIP_TIP/STIPandTIP.html (access

_copies)

Audit Requirements

Federal triennial review, Statewide Planning Review Process upon development of new STIP

Date Span

Fiscal Year 2007 - Current

Completeness/Gaps

Complete



http://-www.mdot.marvland.qov/newMDOT/Planninq/STIP

Schedule Item Number | 2

Retention Retain 3 hardcopies for 10 years, then destroy 2 hardcopies and transfer 1 hardcopy and 1
digital version to the Maryland State Archives. Destroy all other copies when no'longer needed
for current business. :

Justification for This documents how the agency submits the annual list of State and local projects eligible for
Permanent Retention | federal funding through the capital budget. As a companion document to the Consolidated
Transportation Program (CTP), it provides a detailed account of the type of federal funding being
requested each year by combining the CTP with the seven State’s Metropolitan Planning

Crganizations' Transportation Improvement Plans.

DGS 550-15 (REV. 7/17) *




DEPARTMENT OF GENERAL SERVICES o
RECORDS MANAGEMENT DIVISION
RECORDS INVENTORY AND RETENTION SCHEDULE

|'schedute No. 2626

{70 ba completed by CGS/Records Managemeni Division)

Records Serizs Title: Annual Attainment Report on
Transportation System Performance (AR)

Page 4 of 18

Record Series Content

The AR is a data-driven snapshot of how successfully the projects and programs contained in
the approved Maryland Transportation Plan {MTP) and Consclicated Transportation Program
(CTP) were at meeting established goals and benchmarks.

Record Series
Function

Beginning in 2002, MDOT has been required to submit to the Governor and {0 tha General
Assembly an annual report on the attainment of State transportation goals and benchmaiks for
the approved and proposed MTP and thie approved and proposed CTP. :

Guiding Document Reference: Marytand Code, Transpertation § 2-103.1 (g)

Organization/

Chronoiogical by year

{*Regulation Cltation} E

Arrangement
tndexing System Nene
Restrictions (Law or * | None "

Formats (bound book,
-mir‘rof“m. pdf,-tif etc )

Hardcopy: Bound files = =
Digital: PDF - .

oiume (fnﬁ drawers
g:oabvtps etc.)

‘,1 snelf of Splral bound cop|es 1 - 10 capies per year since 2002

880 MB

| Annual Accumuiation
Afile drawers,
fligabytes, etc.)

1 bound file (plus extra for distribution as needed)
Approxmately 40 MB

| Current Lecation

| 7201 Corporate Center Dnve Hanover, Maryiand 21076 - Offwe of Plarnmg an d Camta.

Programming
MDOT Computer Network - Shared Drive {record cop-ﬁs) _
Web - www.mdot.maryland.qov/ARDashboard and wiw.mdot, marvland QoviAR (access coples)

Audit Requirements

None

Date Sj:ﬂa_‘n.' '

2002 - Current

| Completeness/Gaps

| Digital gap: 2002 - 2008’

| Schedule tem Mumber

3

1 Retention. -

| reporting needs, then transier 1 physical and digitai version to the Maryland
Destroy all remaining copies when no longer needed for current business,

Retain 50 copies for 1 year for Stoto Report on Transportation and elected o'ffici.a!ffederai
State Archives.

Jqéﬁfication for
Permanent Retention

The AR documents the performance of the Maryland transpor‘ahon system by goal area by year,

-depicting the historical evolution of '\ﬂaryland s transportation trends.

" DGS 550-15 (REV.

717}



http://-www.mdot.marvland.aov/ARDashboard

DEPARTMENT CF GENERAL,SERVICES o
. RECORDS MANAGEMENT DIViISION K
RECORDS INVENTORY AND RETENTION SCHEDULE

ooyt

i|,Schedule No. 2026
- W‘

(To be cempleted by DCS/Records Manzcemen: Division)

Records Serieg Title: Managing for Resuits (MFR}

Page 5 of 18

Re&brd',-'sle'ries Content

[

e et

Managing fdr Results (MFR) is a strategic planning, performance measurement, and budgeting

- process that emphasizes use of resources to achieve measurable results, accountability,

efficiency, and continuous improvement in State governrnent programs. The Marvland .
Department of Budget and Management (DBM) prepares this report. MDOT submits the

"| perfarmances measures for transportation.

Re_cqrd Series
Function®

| This Managing for Results (MFR) Annual Performance Report allows readers to review how well

the State of Maryland is performing in the six key performance areas that are re.lectwe of the
current Administration's priorities and are taken from the MFR State’ Comprehensnve Plan which
establishes the State's strategic direction. The report presents key objectwes and results for a
variety of performance measures related to each key performance area. The MFR Annual
Performance Report is prepared by DBM's Office of Budget Analysis. Annually, in concert with
the Governor's budget submission, the Department of Budget and Management publishes MFR
strategic plans outlining each agency's mission, vision, goals, objectives and paiformance

| metrics.
Organization/ " | Chronological by fiscal year RS
--Ar-ra;‘.\gem‘g-nt v T : :
Ind;;ing Sy.stem : None
‘Re_st;i'c_tier_zé fL_aw _o.r , None

-Regtilation Citation}

N P

rormata \bound book
mlcrofllm ndf, tif, etc)

Digital: PDF, Microsoft Excel, Microsoft Word

-,r

Volume (file drawers, 238 MB ‘
gigabytes, atc.) :
“Annual Accumuiation 1,.7_5 MB :

(fiie drawers,
gigabytes, etc.)

Current Location

MDOT Computer Network - Shared Drive
Annual MFR Report published on_line by GBM

Audit Requirements -

Subject to internal audit

 Date Span | Fiscal Year 2004 - Current
qup_ietgness!Gaps Complete
Schedule Item Number | 4

Retention

Justification for
Permanent Retention

Retair for 5 years after submission to DEM, then desiroy.

None

 DGS 550418 (REV. 7117)




DEFARTMENT OF GENERAL SERVICES . . . |
RECORDS MANAGEMENT DIVISION < -, ¥
RECORDS INVENTORY AND RETENTION SCHEDULE -

Schedule No. 2926

Iy

(T a be completed by DGS/Records Management Division)

Transpertation Plan

Records Series Title: State Plans - Maryland

Page € of 18

Record .‘Se:‘j'ies Content

This series includes the Maryiand Transportation Plan (MTP}), which is a 20-year strategic state

| plan. This is a2 Staté-required plan. The MTP is updated every 5 years 10 address current and

future tra_n_sportation challenges and conditions.

Record Series

The MTP‘is a 20-yéar statewide strategic plar{ that outlines the State’s overarcﬁirig

Regulation Citation)

None

Function } transportation priorities and helps create a larger context for transportation decision-making and I
: guides investments. o , o A
o .' Guiding Document References: . o S

Maryland Code, Transportation § 2-103.1 (d) The Maryland Transportation Pian
49 U &E. Code § 5304 - Statewide and nonmetropolitan transportation planning
23 U.8. Code § 135 - Statewide and nonmetropolitan transportation planning

Organization/ Chronological

Arrangemep'g__: . .

Indexing Sysfgin‘ , [ None -~

Restrictions (Law or

Form_a,ts;{bound book,
microfilm,pdf, 4f, etc.)

. .I;iardco;;J);': BOt:II"Id :files'

Digita!: PDF

Voium_e {fle.drawers,
gigabytes, etc.)’

1 shelf of bound copies: 1 - 5 capies of each plan
20 GB. ’ )

{file drawers,
gigabytes, etc.)

]

Annua! Accumuiation

1 bound final MTP (plus extra for distribution as needed)
Approximately 50 MB

Current Location

7201 Corporate Center Drive, Hanover, Maryland 21076 - Office of Planning and Zapital
Programming .

MDOT Computer Network - Shared Dirive {record copies)

Web - www.mdot.maryland.aov/MTP (access copies)

| Audit Requirements

| Subject to internal audits

Date Span

1999 - Current

1 Completeness/Gaps

Digital gap: 1999 - 2014


http://-www.mdot.marvland.aov/MTP

Schedule Item Number |

|sa-

Retention =~

Transfer 1 paper vérsion and 1 digital version to the Maryland State Archives after publication.

| Retain access copies until no longer needed for current business, then cestrey.

Justtflcation for
Permarent _Retention

| This record has historical value because it documents the State transportation plan and goals
‘| when, certain transportat:on projects were :mplemen'ed or constructed. By comparing-these
;| plans, and the results across time, citizens can assess the agency's success at meetlng its

goals. -

DGS 550:15 (REV. 7/17)




DEPARTMENT OF GENERAL SERVICES * | Schiedule Mo. 2926

RECORDS MANAGEMENT DIVISION=.. - 4, .

- RECORES INVENTORY AND RETENTION QCHEDULE-‘*N ("\‘fff’be compieted by DGS/Records iManagerent Division)

Records Series Title: State Plans - Bicycle and Page 8 of 18

Pedestrisr, Master Plan

Record Series Content

»

This series includes the Bicycle and Pedestrian Master Pian (BPMP}, which is & 20-year
strategic state plan. This is a State-required pian. The BPMP is updated every 5 years to’
address current and future transportation chaitenges and ¢onditions.

Record Series Function‘.

The BPMP is a 20-year statewide strategic plan that includes short and long-term goals for
bicycle and pedestrian opportunities in Maryland and guides investments.

Guiding Document References;
Maryland Code, Transportation § 2-604 The Bicycle and Pedestrian Master Plan

QOrganization/

Chronolegical

Arrangement
indesxing, System . None
Restrictions {Law or * | None ™

Regulatron Ci tatmn
e

o [
RS

Farmats -{bOu-nd book,
microfilm™nd?, tif,.etc )
b -

Hardcopy: Bound files
Dlglta! PCF

Vo!umé{ﬁlé d,_;r.g_wer.sl,- .
gigabytes' etc.) .

1 shel‘ of bound ropues 1 5 copies of EaCh plan

| 2068 .

‘Annual Aécumulat:on

(flle drawers,
gigahytes, atc.)

"1 bound final BPMP (plus extra for dlsi‘rlbutlon as neeaed)

Approxinmately 50 MB

Current Lotation

-+

7201 Corporate Center Drl\re Hr:mover Maryiand 21078 - Dffice of Piannmg and f‘ap:hl
Programming "

‘| MDOT (‘ompute. Network - Shared Orive (record copms)

Web - www.mdot.maryland.gov/bikepedplanupdate (access copizs)

| Audit Requirements

_Subject to internal auidits

Daté Span

2001 - Current

Completeriess/Gaps

Digital gap: 2001 - 2014



http://www.mdot.marvland.qov/bikepedplanupdate

Schedule item Number | 3B

Retention . .. Transfer 1 paper version and 1 digital version to the Maryland State Archives after publication.
' . -Retain access copiés until no longer needed for current business, then.destroy., ... .

-Ju”‘s't:ifii'.aﬁc'm,.for .. |-This record has historical value because it documents\the‘_S'tate,.tltansp.dﬂ_atipn,.;:-!an andgoals |

| Permanent, Retention when certain transportation projects were implemented or constructed. By comparing ihese
e weiah plans. and the results across time, citizens. can assess the agency’s success at meaeting.its .
goals. : .

DGS 550-15 (REV. 7/17)




DEPARTMENT OF GENERAL SERVICES Lo
RECORDS MANAGEMENT DIVISION.. .
RECORDS INVENTORY AND RETENT!ON SCHEDULE"

| Scheduie No. 2926

Loy o
A (Yo be completed by DGS/Recerds Management Division)
|

]

Records Saries Title: Other Plans Produced By

QPCP

Page 10 of 18

Record Series Content

MBOT OPCP produces many reports and plans, including trail plans, transit-oriented
development (TOD) plans, small area plans, feasibility plans, policy plans, and reports. This
series does not include State Plans, which are covered instead bv Schadule items 5A and 5B.

Record faries
Function

Plans are needed to express shori- and long-term goals tor single and muiti-modal
transportation facilities and systems which require staff collaneration.

Organization/

Chrongiogical-by year

Arrangement
Indexing System . None
Restrictions (Law or None

Regulation Citation} .

Formats (nf‘Lﬁd book,

;. _'Hardcopy Bound fl|"$ )

mlcrofal-n pdf tif, etc)‘. Digital: PDF L
Volumae (file drawers, 2 shelves
glgabytﬂs efe.) 50 MB_

Annual Accumuldtlon .1 bbund file

{file dravvers, 1 PDFE

gigabytes; efc.)

-

Clrrent L¥Eation
1
e

3
e

7201 Cerporate Center Drive, Hanover Maryland 21076 - Office of Planning and Capital
Pragramming

MDOT Computer Network - hared Drivé {fecord copies)

Web www.mdat. maryland gov/newMDOT/Planning (access cop'es)

Audit Requirements

Subject to internal audits

Date Span 2001 - Current
Completeness/Gaps Complete
6

Scﬁe;dulé. ltem Number

Retention, .

'Transfe.r 1 printed version and digital versicn to the |\1a'v!ahL State Archives aiter ‘pubiication.

Retain digitai access copies until no longer needed fer current business, then destroy.

Justification far.., ...
Permanent Retention

These records document'the State’s Iong-te m plan’ung for vanous facll' i2s, ser\nces ctc

* DG 550-15 (REV. 7/17)



http://www.mdot.marvland.qov/newMDOT/Planninq

3 L, &

PEPARTMENT OF GENERAL SERVICES  «
RECORDS MANAGEMENT DIVISION . . %' ;-4
RECORDS INVENTORY AND RETENTION SCHEDULE-

Schedule No. 2926

g .
(To be completed by DGS/Records Management Division}

Records Series Title: Joint Chairman Reports and -
Other Reports Required by the Maryland General

Assembly - =

Page 11 of 18

Record Series Content

-Reports-madé to the Maryland General Assembly, including Joint Chairman Regods {JCRs), -

which are required by legislation and budget language.

Record Series

Reports required by the Maryland General Assemuiy, including JCRS,.oﬂer1 oifer status updates

Regulation Citation) .

Function or'explanations on a project or program and are typically due in fall cr.winter, pricr o the
: Maryland General-Assembly Legislative Session. The Marylard:Department of Legislative
Services maintains all of the original copies online at hitp;//dis:maryland.qov/..
'Organiiationl -1 Chronological by year
Arrangement
Indexing System None
| Restrictions {Law.or. - {None ...

Forfats { nound book,

Hardcopies: Bound files

microfilm, pdf, tif, etc) | Digital: PDF
Yolume (file-drawers,. | 1 filedrawer . - - : S R
-120MB - L

gigabytes, etc))

An nﬁal Aéc_umu!atiori
{file drawefs,

-gigabytes;.etc.)

1 hardcopy of each report
1 digital copy of each report

Current Location

-

)

7201 Corporate Center Drive, Hanover, Maryland 21676 - Office of Planning and Capital
Programming o . o
MDOT Computer Neiwork - Shared Drive

Audit Requirements

Subject to internal audits

Date Span 2012 - Current
CompletenessiGaps Complete
Schedule item Nurﬁber 17

Retention.

Retain for 7 years, then destray. .’

| 'Just‘i‘.fiqatib.n for-,,

Perraanant Retention

None

-DGES 550-15 (REV, 7/17) ™
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DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION .
RECORDS INVENTORY AND RETENTION SCHEDULE" A"

Schedule No. 29286

A
(‘ %‘6‘be completed by DGE/Records Managament Division)

Records Series Title: Meeting Files for Statutorily
Required Task Forces, Commissions, and
| Committees

Page 12 of 18

Racord Series Content

[ MDOT OPCP provides staff to many statutorily required task forces, commissions, and
- committees. - Through these groups, MDOT staff members produce many documents, including
.meeting agendas, membership lists, official meeting minutes or summary notes and final reports.

Record Series
Function

Document actions that occur and the presence of specific members in meetings of statutorily

‘required task forces: These task forces, commissions, or committees include, but are not limited

to the Maryland Bicycle and Pedestrian Advisory Committee, the Maryland Transportation
Commission, the Electric Vehicle Infrastructure Committee, the Blue Rsbbon Comm|35|on on
Transportation Funding, and the Local Government Task Force.-

Crganization/

Chronoiogical by year

Arrangement
Indeking Sy-stem'- | Nene -
Restrictions: {Law or- “_N_dné‘ a

Rpguiation Citation)

Farmats {bound book;

microfiim, pdf, tif - ete.)

Hardcopies: Bound files -
Digital PDF. :

Vbiﬁrﬁe (ﬁ-le..,drawers,
gigabytes,'etc.),

3 sheives of bound reports: 1- 5 copies per report

50 MB

-Annua. Aa\cumulatron

(fsla drawe:s,
gigabytes, stc.)

1 - 5 hardcopies of each annual report or final mcommendﬂtlon document

{1 dugltal copy of eac"\ annual rrs:port or final recornmendatlon documenl

| Current L.ocation

r

¢

7201 Corporate Center Drive, Hanover Maryland 21076 Oifice of Plannlng and Cap:tal
Programming

MDCT Computer Network - Shared Drive (record ~.opies) ’

Web WWW. mdot marvland qov (access copies) '

Audit Requirements

Subject to internal audits

bat_e Span

2000  Currerit

Completeness/Gaps

Compiete



http://www.mdot.marvland.qov

Schedule ltem Mumber | 8 -

‘Retention . ..~ : :‘Retain ehysical and digital record copies for 10 years, then transfer to the Maryland Stéte'
o -+ -~ | Archives. Retain access copies until no longer needed for current business, then destroy:

Justification for Annual reports and supporting documentation from these task forces, commissians, or
.Permanent Retention committees provide a historical snapshot of these groups, document key work cone by MROT

: -staff, answer questions about these groups’ final recommendations, and provide histarical
context when the General Assembly recommends a similar group.

DGS 550-15 (REV. 7/17)
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DEPARTMENT OF GENERAL S uERVlCES'

Schedu!e Mo. 2926

RECORDS MANAGEMENT DIVISION, ‘I'-

RECORDS INVENTORY AND RETENTION SCHEDUI E '“4”"”" be compieted by DGS/Records Managsment Division)

Records Series Title: OPCP Contract Task Order

Files and Invoices

Page 14 of 18

Record Saries Content -

4 -

Consultznt contracts and supporting documentation for years 2001, 2003, 2009, 2012, and
2017. These are the only years that contracts were issued, though contract tasls were issued
tﬁrougnout the full time period. Files include task order proposals, Ietter= with notice to proceed,
and invoices for key tasks on the contract.

Racord Series ¥
Function

Since 2001, QPCP oversees and manages transportation planning service consultant contracts
for T80. Consultants faciliiate the development of technical pclicy, financial planning, and other
planning-related work dene by OPCP.

Organization/

Chrenological by contract date, and then by task

Arrangement
Indexing System None
Restrictions (l.aw or '_N'oﬁe_ .'

Regu!ation stat’on)
- 45

Formats {hound book,
microfilm, :fdf tif, etc,

Hardeopies: Bound files®. - .7~ ..
Digital: PDF, Microsoft Word C e

Volumo f‘lie r' rawers, *
gigp byte'.s e‘c)

3 _shell,ve-,s L

50 MB

A uai Accumu!atlon!!

;lfsle drawem,  *

gigabytés, set" )

hardcopy of each taak order proposal notli..e to proc&ed and mvosce
1 d|g1.al copy of each task order propoca! nottc‘e to proreﬂd and mvouce

Current Lo:catson

7201 Corporate Cen*er Drive, Hanover Maryland 21075 - Office of Pianning and Capatal
Programming _ ‘
IVIDOT uomputer Ne*work Sha red Crive

Audit Requirements

Sub}ect to lnternal atidits

Date Span | 2001 - Current
: . Lo t
Completeness/Gaps Complete

<)

Schedule item Numbev

Re;entnon o | Retain ')hySIcal and dlgm.. records for 5.vears after the close of the contract ans ther: destroy.
Justificatiq_d--fér S ‘ None
Permanent Retention

© 'HES 550-15 (REV, 7M7)




DEPARTMENT OF GENERAL SERVICES, -
RECORDS MANAGEMENT DIVISION., - '~
KECORDS INVENTORY AND RETENTION SCHEDULE '

Schedule No. 2926

, 17(T6 be completed by DGS/Records Management Division)

%

Records - Series Title: OPCP Contract Task

Dnllvprables

Page 15 of 18

Record Series Content

Ty

e e,

Since 2001, MDOT QPCP oversees and 'manages transportation planning service consultant j
contracts to facilitate the work of the Secretary's Office. This set of consultant contracts issued

in 2001,2003, 2009, 2012 and 2017 provide consultant services to facilitate technizal policy,

flnancnal and other planning related work done by the Secretary's Office of Planiing and Capital !
Programming.- These are the only years that contracts-were issued, though contract tasks were |

issued throughout the full time peried. This record series documents the deliverables far each of |

the task order proposals letters with notlce to proceed and |nvolces for key tasks on tha

‘contract.

.

Record Serieé
Functicn

Document task order deliverables provided through the consultant services.

Organization/

Chronolagiczl by contract, and then by task

Regulation Citation)

Arrangement
| indexing System” | None
Restrictions-{Lawor - | None '

Formats {bound hool:
microfilm, pdf, tif, etc.)-

- Hardcopies: Bound files

Digital: PDF, Microsoft Word

Volumé {file drav}ers,
gigabytes ,etc \

35helves ' ) L
50 GB.. ‘ ) W T

Annual Aceumulatlon
(file drawers, ..
gigabytes, etc.)

1 H‘arcl;opy of each report, deliverable, or final do'cu'n'\'ent )
1 digital copy of each repon, deliverahle, or final document

Current Location

7201 Corporate Center Drive, Hanover, 'Vlaryland 210m Office of F’Iannlng and Capital
Programming T
MDOT Computer Network - Shared Drive

Audit Requirements

Subject to internal audits

Date Span 2001 - Current
CompletenessiGaps | Complete
ochedu!e Item Number 10

Ftetentlon -': N

| Trensfer 1 printed version and digital version to the Maryland State Archives after publication.

Retain digital access copies until no longer needed for current business, then destroy. -

Justification for ..

Parimanent Retention

This record has historical value because it provides a hictory of the State’s plans for various

facilities, services, elc.

DGS 550-15 (REV. 7/17) *
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DEPARTMENT OF GENERAL SERVICES:

| B
| Schedule Mo. 2926

RECORDS MANAGEMENT.DIVISICN 1. ' I A
RECORDS INVENTORY AND RETENTION SCHEDULE ?i *{To te complelzt by DGS/Recards Manage:ment Divisian)

{

Records Series Title: Secretary Grant Agreements

A and Files

Page 16 of 18

Recort Series Content

Records pertaining to Secretary grants initiated or managed by OPCP, including qlgned
agreements, decisional correspondence, billing/invoicing, quarterl,r and monthly progress
reports, and grant reimbursement claims alangside supporting documentation. These include
transoortatlon related grant agreernents with local jurisdictions, for example, and do not typlcally
use federal monies. This series does not include Bikeway Grant Agreements (ttem 12) or
Federal Grant Agreements (ltem 13).

Record Series
Function

Tracks the fulfilment.of grant agreements made between OPCP and another party vwhere there
is a transportation nexus. Annotaled Code of Maryland Transportation Article Section 2-103(i)
authorizes the Secratary of Transportation, to the extent permitted by the State budget, to make
grants-in-aid to any person, including an agency cof the State cf Maryland, for any transportation
srelated purpose.

Crganjzation/

Chronciogical by year

Arrangement .
Indexing System ~ | None "
Restrictions.{Law or

rRegulaticn-Citation)

None

Fofmats (bound book,
microfilm, pdf tif, etc.)

Hardcc;pies: Papér'
Bigital: PDF, Microsoft Word

\Iolume (f:ie drawer‘;
‘glgabyiee etc Y

1shelf S o ‘ I
50 MB ’ o

Annual Accmu!—ation
1 tfile drawers, ..
gigabytes, etc.}

1 hardcepy of each agreement, progress report, invoice, and deliverable as applic&ble
1 dma. copy of each agreement, progress. raport 1nvonre and deliverable as applicabie

Current Location

7201 "‘orporate Center Drive, Hanover, Maryla-'sd 210?6 - Office of Plarmng anc‘ Capital
.Programming :
MDOT Computar Networlf Sharﬂd Drive

Audit Requirements

Subject to internal audits

Date Span } 1980 - Current
Completehess/Gaps | Complete ' S B
Schedule ltem Number | 11

Retention - oo

Retain for 5 years after grant expiration daie and until all audit requiremenis are met, then
destroy.

Justification for-
1 Permanent Retention

“None

DGS 550-15 (REV. 7/17)
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'DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION .
RECORDS INVENTORY AND RETENTION SCHEDULE  ~

Schedule No. 2626

"{To'be compieted by DGS/Records Management Division)

and Files
L

Records Series Title: Bikeway Grant Agreements

Page 17 of 18

at

Record 3eries Content’ | Records pertaining to Bikeway grants provided to local jurisdictions by OPCP, including signed

‘reports, and grant reimbursemeént claims alongside supperting documentation. Access copies of

agreements, decisional correspondence, billingfinvoicing, quarterly and maonthly progress

prp'jeq; summaries are provided on the MDOT website as a courtesy.

ﬁecord Séries
Function®

Tracks the fulfilment of grant agreements made between OPCP and local jurisdictions on
bikeway grants. Annotated Code of Maryland Transportation Article Section 2:103(i) authorizes |
the.Secretary of Transportation, to the extent permitted by the State budget, to make grants-in-. . |
aid 10 any person, mcludmg &n agency of the State of Mary!and for any transportation related

purpose. -

Organization/

Chronological by year

Arrangement
Indexing Sy.étﬂém.._ . | None . i
Restrictions:(i;éﬁu or: ‘_ 'f\’!dae' S e

Reg‘dl'atio;’t;CitatiOH) .

Formats {hgund bagk,

micrefiim, pdf, tif, etc)) -

Hardcopy: Paper -
Digitai:. PDF, Microsoft Word .

Volume {filg drawsrs,
gigabytes, gtc.) .

2 shelves
50 MB

| Annuat A'(:%;m‘ﬁlation
| (file drawers; :
gigabytes, etc.)

1 hardcopy of each agreement, progress repor, invoice, and deliverable as applicabie‘
1 digital copy of each agreement, progress report, invoice, and deliverable as auplicable

| Current Location -

s

7201 Corporate Center Drive, Hanover, Marytand.21076 - Office of Plannmg and Capltal
Programming and 2™ Floor High Density File Sterage .

MDOT Computer Network - Shared Drive (record copies) o
Web - http //www.mdot. maryland. qov/newMDOT/F’lannmqunke Walk/Bikeways: html (ac.cess
copies)

Audit Requirements

Subject to internal audits

Date Span 2010 - Current
Completeness/Gaps | Complete
Schééuté Ite‘r‘n'Number 12

Retentior, -«

Retain record copies for 5 vears after grant expiration date and until ail audit requirements are
met, then destroy. Retain access copies until no longer neeced for current-business, but no
longer.than the record copies, then desirey.

Justificaticn for

None

Permanent Retenticn

DG 650-15 (REV, 7/17)


http://www.mdot.marvland.qov/newMDOT/Planninq/Bike

s

‘ DEPARTMENT OF GENERAL SERVICES -/
RECORDS MANAGEMENT DIVISION .
RECORDS:INVENTORY AND RETENTION SCHEDLULE'

Schedui=z No. 2926

. "{ (To_'be cornpleted by DGS/Records Management Division)

-

P
.., "

Records Series Title: Federat Grant Agreements

and Amendinents

Page 18 of 18

L

‘Recoqjd_ _S'eries Cg'ntent

Records pertaining fo federal grants received by OPCP, including signed aoréarients,
decisional correspondence, billing/inveicing, quarterly and monthiy progress repoits, and grant
réimbursement claims alongside supporting documentation. Thesz include discradionary grant

- agreements and agreements with the Metropolitan Planning Organizations: (MFCs) zrd cthers

using federal monies.

| Record Series
“Function

Reccros track the fulfilment of grant agreernents made befween OPCP and the federai
government: ‘ :

Organization/

Chronological by year

Arrangemant
indexing System None
Restrictions {l.aw.or | None

Regulatien Citation) ~ -

) | ;
{-Formats (Bound book, -

microfilm, pdf, tif, etc.)

~Ha'dcopy Paper -

Digital PDF, Microsoft Word

Volume. {fi!é d:awe;;.; ”
gigabytes, etc ).

)2 shelves
50 MB

Annual Ac muiatlon
{file c!ra\mweiI
.gigabytes, etc)

1 hardcopy of each agreement progrese report mvon.e and dehvpr;ble- as anplucab!e
1 digital copy of each agreement, progress. rﬂport mvmce and oehverable as appll atle

Current Loc@t:on 1

.-
L.

7201 Corporate Center Drive, Hanover, Maryland 21076 - Ofﬂce cf Plannmg and Capital”
Programming and 2" Fidor High Density File Storage
MDOT Computer Network - Shared Drive

Audit Reguiréments

SUbjeét to internal audits

Date Span

2914 - Current

Completeness/Gaps

1 Compiete

Scheduie item Number

13

Retention . - .| Retain for 5 years after grant expiraticn date and until all audit requirements are met, then
. destrov.
Justification for .. | None

Permangnt Retention

** DGS 550-15 (REV. 7/117)




